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[ OF TOP SECREP DOCUMANTS

L. nactive Top Secret materisl may be e
(n) dire ctlJ to the Recovds Center, or (k) to 4 op Sec
Top Bzcret documents which have been iw evra+ed.witL mﬂﬁerial of other c1as-
pifications in & Pile SGC],J may be retired with the other material to the

et

her Top Secret doc ts miy be retired to Central 1 Top Secret. Control when
thay have served th ir i mrediate vurpose in the ares.

ki
Records Center in Qrd€ o mﬂ¢n+51n the integrity o* conbinuity of the file.
Iy

&

Soeret documents mey be mos
zlow ave furnished for the
to supplement procedures pre-~
Ad ALPa Records Officers.

2. In Oru“ h equest

: £ Area mom Q“Ll(m C
ucrwem by the Records Mznvamcns %tdff

'gd in Pile q uj

&. ‘lop Secrel Nocuments Tnhegr

{1} “he frea Lop Becrat Combrol Officer of the tra ansferring

ce will prepare o listing in quintuplicate or all
Ton Soeret documents in the file, showing CYA T3¢ nutoer,
copy number, and the job zumber under whish the meterial
to be retlred. Individusl Top Secret documents will
Tlzomed in such a mow “Pr 25 to be readily discernible
wpon oevaning the hox. Suitable taks may be obtained
Yrom Records Osabar if ies rudn The trensfer of the
documents to Records Capter will be recorded in the Ares
05, including the job nunber under which the transfer
13 Deling effected.

{2) Distribution of copies of the listing will be msde as
follows:
(a) Three copies to Records Center.
{b) One copy retnined by the Area Reeords Officer of

the trans Peﬂ:l offipe.

(¢) Ome copy retuired by the Area Top Seeret Control
Officer witil vaceipted copy is returned by Records
Center

(3) The Records Centexr will Inventory the tenue of the

boxes and note any discrepancies on gl_ tnrep copies of
Tthe listing. One couy of the listing will then bLe signed
and returred to the ivea Top Secret Control Officer of
the transfarcing office. The second copy of She listing
will be forwarded o CPSC and +the remaining copy retained
by Records Center =g an inconing Top Secrat log. Upon
haviag signed the Ligting acknowledging receipt and cuse

Ty
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'.'(,6')

tody of the documents, the Records Center will assume
responsibllity for the serviecing of requests for the
material in conformity with established procedurss

. governing control of Top Secret documents.

Upon return of the signed copy of the listing from
Records Center, the Area Top Secret Control Officer
may destroy the copy held by him end will retain the
slgned copy as a receipt, after noting any discrepan-

c¢ies on the Area Records Officer's copy.

The transfer of custody of the documents will be re-
corded in CTSC from the copy of the listing forwarded
by Records Center.

In servicing requests for Top Secret material the
;MReCOrds Center will:

. ”(a) Prepare a chgrge~out card to be placed in the box

in plece of the Top Secret material to be removed.

fig(b)'_Stamp the Request Form No. 490 "Top Secret Suspense™

- . and place in & suspense file after pertinent infor-
- mation, including clerk's name, date and courier
‘receipt number, has been filled in. This request
‘form will be used as & Top Secret outgolng log.

) :(é) Forward material to the requester via his Area

' T8C0, obtaining signed document receipt.

- (d) Follow up on any document not returned at the ex-

)

plration of 30 days. If, at that time, it is
found that the requester requires the document for
& longer period, the suspense date will be moved
forward 30 days. If the requesting office indi-

. cates that it wishes to retain the document perma-
-nently, this fact will be noted on the charge-out
tard, the request form and the listing. In this
event, CT3C will be notified by means of Log Form
No.. 311 of the chenge of custody.

When meterlal which has been retired becomes eligible
for destruction, the Chief, Disposibion Branch, Records

‘Center will:

{a) Pull all Top Secret documents from the job.

33 ¥i;(b) Remove the Cover Sheet, Form No. 26, and execute

."the destruction certificate abt the bottom of the
form.

'(c) Destroy, by burning, the Top Secret material, to-

- gether with the other related material in the job.

S
. D
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(a) Forward executed Cover Sheet to CTSC/OCR.
(e) Complete Form 141 and forward to transferring office.

(8) 1If, at the time the material becomes eligible for destruc-
tion, it is found that & document is out on loan, Recordc
Center will effect a permasnent charge to the office having
possession of the document and will notify the appropriate
Area Top Secret Control Officer that the document is eli-
gible for destruction and has been permanently charged to
his office. CTSC will also be notified of the transfer

of custody, as in subperagraph (6 )Ya.).

(9) Top Secret material previously retired to Records Center
will be inventoried agsinst the Top Secret manifest filed
in the contalners and any discrepancies noted. Three
coples of the manifest will then be reproduced. The
original list will be retained by Records Center as a
Top Secret log. One copy will be signed acknowledging
recelpt and returned to the Area Top Secret Control
Officer of the trangferring office. The second cCopy
will be forwarded to CTSC for posting to the Top Secret
log. The remaining copy will be retained by Records
Center until the material becomes eligible for destruc-
tion, at which time it may be used as o certificate of
destruction, if approprisate.

j(lO) Upon receipt of notification of downgrading of a Top

T - Secret document the Records Center will strike out the
old classification and mark the new classification wher-
-ever the former classification sppeared in the document.
A line will be drawn through the TSC mumber and the
cover ox first page of the document will be stamped ag
follows with the appropriate informstion entered in the
blank spaces:

CENIRAL INTELLIGENCE AGENCY

'CLASSIFICATION
: Canceled

Changed. to

BY AUTHORITY OF
‘ Nanme

Office

Date

The cover sheet (Form 26) will be executed and detached
‘and forwarded to CTSC. The log in Records Center will
be noted to reflect the change in classification.

. %_3_

Approved For Release : CIA-RDP67R00587A000100140017-3



b.

Approved F, : CIA-RDP67R00587A000100140017-3

Top Secret Documents Not Integrated with Other Material

Top Secret documents held separately by an Area Top Secret
Control Office as individual files may be retired to CTSC.
This will be accomplished in accordance wilth established

Procedures for the trangfer of Top Secret documenta,. The

- area log will be noted "Retired to CTSC" and the Cover

Sheet (Form 26) will be marked "Retired" , in red.

T T e ———. - |

.
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